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Activation
You will receive an email with instructions to log into NEGOV to set a new password which must be completed within 24 hours of

receipt. If you do not set up a password within 24 hours or you forget your username or password, please contact the HR department

for a reset. (Donna Wolk – 515-993-9920)
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Logging in
Go to https://login.neogov.com/ using either chrome or internet explorer.
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Evaluation Dashboard (Landing Page)
If you have access to both modules of NEOGOV you will need to click on “OHC” (Online Hiring Center) then click on “PE” (Perform). Once into the PE

module, you will be automatically directed to your dashboard view.

`

EVALUATOR ONLY

Number of ratings the

evaluator needs to complete.

Total number of tasks

you have assigned

DEPARTMENT HEAD ONLY

The number of reviews the DH

needs to approve and sign.

Not Used

 Click here to switch from OHC to Perform
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Goal Dashboard New

From the dashboard, you can create goals, approve goals, update progress on existing goals, or edit goals year round.

Goals that are created by employees will need to be approved of by managers.

Click here to add a new goal 

 Click here to open

goal to update progress

Click here to edit goal
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Adding Goals

When adding a goal, always select new goal. Fill out goal name, goal due date (optional), category, and

assign goal to appropriate employee. You can also add a description. Hit save if you are done. You can also

add milestones prior to hitting save. See next page.

* Once you add a goal, you cannot delete it, only manage it

* Employees can only assign goals to themselves

* Managers can assign goals to themselves and their employees

* All required field have to be completed to be able to hit save
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Adding Milestones

You can add milestones if you’d like. Milestones are mini-goals that relate back to the main goal. These are helpful in tracking progress.

Once you are done, hit save, or you can click on alignment. See page 9 for information on updating progress.

To add a new milestone, start by clicking Add New Milestone.
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Adding Milestones Continued

After clicking “Add New Milestone” a new box will appear where you can enter the name of the milestone, the due date (optional) and

whether to use overdue/reminder settings. Click save once complete.

Using weights is a simple way of updating overall goal progress. Each time a milestone is marked as complete, the goal progress is

updated accordingly. This allows for more precise progress updates, but if weights are used, then the goal progress CANNOT be

updated manually. This means that in order to update goal progress, you must mark milestones as complete.

Type milestone name here.

Add due date (optional)

 Hit save when done



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

9

Adding Goal Alignment

Goal Alignment allows you to align the goal that you are creating with the ‘big picture’. You can make the goal you are adding a child of

an employee, department, or strategic goal.

* System only allows HR Admin to add department or strategic goals, so send these in early if you want to use them in the next

evaluation

Choose a parent goal first

 Then start typing to search for goal you want to align with, system will

search automatically, select correct goal once it's displayed,

then click save

Click final save once you are done with the general, milestones, and

alignment tabs. This completes adding a goal.
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Updating Goal Progress

To update goal progress if not using milestones, click on the progress bar This will open a fly-out

that allows you to slide the progress bar left or right. You can also edit the percentage with the up and down errors. Add comments as

needed, and hit submit updates. This is an optional process.
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Goal Approval

When an employee creates a goal, it will need approved by the employee’s manager. When the manager opens the Goal Dashboard,

there will be a number in the “Pending My Approval” box if there are any goals that need approved. Click on this number to open the

approve or deny box.
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Goal Approval Continued

This fly-out will appear, allowing you to view the goal activity feed which shows all the actions taken on the goal, or approve or deny

goal. You can add comments if you’d like.

When you are done, hit submit updates.
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Journal Entries New

1. Click on journal entry button
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Adding Journal Entries

2. After hitting the journal entry button, this fly-out will appear across your screen.

 Start typing name, then select once highlighted

 You can attach supporting documents such as thank you letters

 Add any necessary comments. You can use the @ sign if you want to tag

Competencies, Goals and Narratives. For example, to tag the word integrity, start

typing @inte and you will see key words populate. Select the one you wish to use.

Hit save once complete
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After hitting save, the journal entry you just created will appear at the bottom of the fly-out
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Sharing Journal Entries

3. To share journal entry, click on the share button
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Evaluator Process

Rating an Employee Evaluation

From the dashboard click on the evaluation you want to begin from the task section.

Since the employee has completed their self-eval, you will see the eval has

now moved onto the evaluator’s rating part of the workflow.

If you want to be able to pull goals from the dashboard into the
evaluation, you must finish adding and updating them in the

dashboard before you begin the evaluation
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Current Goals

Once in the evaluation, you will need to pull current goals for your employee from the dashboard. Click “add items” to pull more goals

in from the goal dashboard.
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Selecting Goals

Click on “select from employee goals” to pick and choose which ones goals to pull over, then choose.

These options are not active in our system
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Completing Current Goals
Once you have pulled in all the goals you need, click Complete Task
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This is the fly-out that appears after you click Complete Task. You can add comments by typing them in or add journal entries. Click

next to switch between goals or done once complete.

* Comments added to the goals here do not transfer to the Goal Dashboard, they are a part of this evaluation only

Click here to auto-populate journal entries into comment box
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Agency Wide Competencies

The next task will be to rate the Agency Wide Competencies. Start by clicking on the first competency on the list.
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Rating Competencies
Click on a number rating then enter comments. Substantive comments are required for any rating other than a three. Click “Next” to

move to the next competency.

Here you see “Reviewer Entries” is

expanded. This allows you to see

the self-rating comments from the

employee for each competency.

Clicking on the down arrow for

“Journal Entries” will expand that

category, and allow you to enter

journal entries. See page 22.



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

24

Viewing Rating Scale
Tip -> If you need a reminder of what each rating represents, click on “Show descriptions” and a fly-out will appear.
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Submitting Evaluation
Once the evaluations are completed, hit the “submit evaluation” button.
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Click continue to sign and complete evaluation.
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Department Head Process

The Approval and Signature Process

Follow the instructions on page 4 to log in. From the dashboard click on the evaluation you want to approve from the Task section.

 Since the first level Evaluator has completed their review, you will see

the eval has now moved onto the DH’s Approve & Sign part of the workflow.
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Self-Rater/Rater Comparison

You can now review a side-by-side comparison of the employee self-evaluation and the manager evaluation.
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DH Approval

Once you have reviewed the employee’s and evaluator’s side by side comparison, click on either “Approve and Sign” or “Deny”.
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A fly-out will appear where you can add your comments. Clicking on “Submit” will populate your electronic signature on the form and

send it to the next step in the workflow process (HR Approval).
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Tips -> if you deny the evaluation, you will be able to enter comments before clicking “Save”. At this point the evaluation is sent back to

the original evaluator for them to edit and re-submit.
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Printing the Evaluation

Before you can print the evaluation in order to discuss it face-to-face with your employee, HR must first review the

evaluation. Both the evaluator and department head will receive an email notification from NEOGOV-PE once HR has

reviewed the evaluation - which should happen within 1-2 days from the time you submitted the evaluation.

From the evaluation dashboard click on Employees.
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Click on the employee’s last name.
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Click on the evaluation you want to print from within the Evaluations section.
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Click on Print Preview.
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Click on Print.

Do not change

the default

print settings.



NEOGOV-PE Evaluator and Department Head Dashboard Instructions

37

Meet with Employee

All tasks related to evaluations that you are required to do will be displayed on your landing page. Click on the task, not the evaluation,

and you will be taken to that section of the evaluation to complete the task. Here you see the task “meet with employee” which was

added to ensure this step is not skipped. Clicking on this task opens a fly-out where you acknowledge that you have met with the

employee. This completes the evaluation process. Please remember to send a signed copy of the evaluation to HR for the employee’s

personnel record. Once all evaluations have been received, HR will prepare July 1st payroll change forms for your review.
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Workflow & Timeline

These are general guidelines in order to ensure no delay in processing the July 1 st merit salary adjustments. If a step in the workflow

process is finished early, you may move onto the next step before the date on the above timeline.

The NEOGOV-PE system is customizable so please contact the HR Director if you would like to add/remove/change steps or adjust the

competencies to meet your departments’ needs.

Questions?

Erin Freeman Leslie Cox Donna Wolk

HR Director Payroll & Benefit Administrator HR Coordinator

993-1751 993-6800 993-9920

Workflow Current Goal
Management

Employee Self
Evaluation

Manager
Evaluation

Dept. Head
Approval

HR Approval
Review with

Employee

Prepare
Payroll

Change Form

Timeline June 16-
February 28

March 1-
March 15

March 15-
April 1

April 1-
April 15

April 15-
May 1

May 1-
May 31

June 1-
June 15


